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Week 1

Week 2

Week 3

Week 4

Week 5

Week 6
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Lecture

Orientation
Lecture

Lecture 1

Lecture 2

Lecture 3

Lecture 4

Lecture 5

Discussion

L Topi
ecture Topic Panel

Orientation Lecture °
3\.:15..3)’_":3\ SFL;.A\
Fundamentals of Professional Communication in the Digital Age

B eandl gl daal il bl

Interpersonal Communication, Collaboration, and Workplace

Etiquette

Jaadl lal g (alad¥1 o Jaal sill 5 sl

Professional Writing: Planning and Organization

aalaidl) g Jaaddll s igal) A1

Drafting Written Messages and Audience Adaptation
Jsenall o Gl A 5l il ) Aelia

Reviewing, Editing, and Professional Message Formatting

Quiz
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Week Lecture Lecture Topic

Writing routine, positive, and negative messages

Week 7 Lecture 6 bl a5 i e 1 A0S

Writing Persuasive Messages

Week 8 Lecture 7 e LY ) Jil ) S

Planning, Report Writing, and Proposal Development

Week 9 Lecture 8 Cila yiaall g ol slac ] g Jaydaadl

Developing and delivering business presentations
Jlae DU dpapail) (ym g yall asi gy gha

Preparing for Job Interviews & Modern Digital Tools for Writing and
Week 11  Lecture 10 Presentation.

il pall g RS 8 a1 ) oY) 5 & Auiada ) LRl juaanl

Week 10 Lecture 9

Week 12 - -
Beginning of Final Exams
\_ tizels 12 ) Al el LAY Al

Discussion
Panel

Quiz
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Y- Fundamentals of professional communication in the

digital age
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Al

O Explain the importance of effective Ay i) Jal il Al = 55 0O
communication to your career and to the BRGNP WL YON| R PN
companies where you will work. Lead

O Explain what it means to communicate asa 4w 8 —ieal) Joal gl a7 5 (O
professional in a business context. el

O Comparing the conventional communication sa-laill Joal gl dnlee 73 5w345 o (O
process model with the social (=il Jeal gl 23 saly
communication model.

A Identifying the benefits of business Jlae Y1 YLail L 5l 653 230 53 2as [
communication technology.

O Evaluating the role of modern technologies — (wad 85 paleall cilislll gy aaas (]
in improving the effectiveness and efficiency el Jeal sill 3L 5 Allad
of professional communication

O Learn about the fundamental principles of  Jual sill 4rulu¥) saladdl e oyl O

ethical and legal communication.

(il 5 A



and Business Etiquette
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Collaboration, Interpersonal Communication,

02 PR R T

1 Demonstrate effective communication
in work teams.

Saall 3 b Jadll Joa ) im0

L Explain the types of work teams, their
advantages, disadvantages, and
characteristics.

Ll 3all s Jandl (5,8 &) sl (L
AL Gailiasll gaall

d Understand team roles, the stages of
team development, and steps for
resolving team conflicts.
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O Explain virtual teams.

a5l
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O Understanding business etiquette.
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Describe the three-step writing process.

Explain why it's important to analyze a
communication situation in order to define
your purpose and profile your audience
before writing a message.

Discuss information-gathering options for
simple messages, and identify three
attributes of quality information.

List the factors to consider when choosing
the most appropriate medium for a
message.

Explain why good organization is important
to both you and your audience, and list the
tasks involved in organizing a message..

Planning Business Messages
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O Identify the four aspects of being sensitive
to audience needs when writing business
messages.

audience

O Identify seven characteristics that build and
maintain a communicator’s credibility.

O Explain how to achieve a tone that is
conversational but businesslike.

[J Describe how to select words that are both
correct and effective.

 Define the four types of sentences, and
explain how sentence style affects emphasis
within a message.

O List five techniques for writing effective
messages for mobile readers.
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Crafting written messages and adapting to the
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Reviewing, editing, and producing professional
messages
DR oiin) JS Jile sl g1 A)g sl g daal yal

O Discuss the value of careful revision, and —aiwa gy dadall daal jall 4 (E8L O
describe the tasks involved in evaluating <lila s ar & 8 4 aiall Al gl

your first drafts and the work of other LAY G Jlee s Y
writers. el ) ol €y i il 5 <3 0
O List techniques you can use to improve the bl el B ALE aaad]
L readability of your messages. o Al araaill jalie j 758 O
O explain the role of major design elements in Aiasall 30 5 4,13
document readability. s 2B g o salll Bl Lpaal - 3 O
O Explain the importance of proofreading, and EGALI )l e

give seven tips for successful proofreading.  Leile) yo cany Al Lliadll aal 48l (O

L Discuss the most important issues to Al )5 die

consider when distributing your messages.
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Outline an effective strategy for writing routine
business requests.

Describe three common types of routine requests.

Outline an effective strategy for writing routine
replies, routine messages, and positive messages.

Apply the three-step writing process to negative
messages.

Explain how to use the direct approach effectively
when conveying negative news.

Explain how to use the indirect approach
effectively when conveying negative news.

Describe successful strategies for sending negative
messages on routine business matters.

Describe successful strategies for sending
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Writing routine, positive, and negative
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O Apply the three-step writing process to

persuasive messages.

O Describe an effective strategy for developing
persuasive business messages, and identify the
three most common categories of persuasive

business messages.

O Describe an effective strategy for developing

marketing and sales messages.

O Identify steps you can take to avoid ethical

lapses in marketing and sales messages.
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oLl \Writing Persuasive Messages
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Adapt the three-step writing process to reports
and proposals.

List the options for organizing informational
reports, and identify the key parts of a business
plan.

Discuss three major ways to organize analytical
reports.

Explain how to choose an organizational strategy
when writing a proposal.

Explain how to adapt to your audiences when
writing reports and proposals.

Name five characteristics of effective
content.

List six strategies to strengthen a proposal
argument.

Identify the elements to include in a request for
proposals (RFP).

report
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Planning, preparing reports and proposals
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P Developing and delivering business

09 presentations

e D dpapafil) (a9 jol) agalli g s gl
O Describe the tasks involved in analyzing the situation arlaiis a8 gl Jalaildydlhadll Wl gddl o ny O
for a presentation and organizing a presentation. Gms—ﬂ\ Ul

O Explain how to adapt to your audience and develop dsalis)l jelhisdl )sean an caSill i8S ~ 55 (O
an effective opening, body, and close for a . «x &l =, 2114 lea 4—M\A; & s—ina g
presentation.

O Discuss five steps for delivering a successful .zali candi yaje aadil Gl glad el 438G O
presentation.

O Explain the role of visuals in business presentations. il (ya s yall 845l paliall ja 7 y3 O
S

O Outline the decisions involved in using a key visual (= jaic aladi by dalaiall &l ) 8l asaas [
and selecting color, artwork, and typefaces to create L3y L ¢ladll g e g g slll Ll g o

effective slide designs. Allad i) 8 Glaaas
O Explain how to create effective slide content. 2l Jlad (g giaa el ddS - 54 O

O Explain the role of navigation slides, support slides, .l &l 5 cacall =81 y5 5 (Jaiill =31 35 H2 7 x5 O

and handouts.
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 Preparing for a job interview.
O Interviewing for success.
O Following up after an interview.

 Modern Digital Tools for Writing and

Presentation.
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Preparing for Job Interviews & Modern Digital

Tools for Writing and Presentation.
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* Required Textbook:

“Business Communication Today, Global
Edition”

By Courtland Bovee, John Thill,
15th Edition

Business Communication

P

Today

FIFTEENTH EDITION

Courtland L. Bovée = JohnV. Thill
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